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The Khalsa Academy Wolverhampton
School Receptionist Job Description & Person Specification

	Post:
	 School Receptionist

	Scale:
	Points 4-7 £25,185 - £26,403 (Pro Rata Term Time + 2 weeks)

	Liaising with:
	Principal
SLT
Office Manager

	
	

	
	

	Line of Responsibility:
	Office Manager



Purpose of Post:

To provide a professional, welcoming and efficient reception service for the school, acting as the first point of contact for pupils, parents, staff and visitors. The postholder will handle enquiries in English and Punjabi, ensuring clear communication with our families, and will provide administrative support to ensure the smooth running of the school office.

Duties and Responsibilities:
Key Responsibilities:

· Support the Principal in ensuring the school’s commitment to safeguarding and promoting the welfare of children is delivered.
· Be emblematic of our:
			Values: Truth, Altruism, Compassion, Service, Courage,           
        Resilience & Love
			Trust Ethos: Together As One 

Reception & Front of House
· Act as the first point of contact for visitors, staff, parents and pupils, providing a friendly, professional welcome.
· Handle telephone calls, emails and face-to-face enquiries promptly and courteously, including in Punjabi.
· Maintain the visitor sign-in system and issue passes in line with safeguarding protocols.
· Deal with incoming and outgoing post and deliveries.
Administration
· Support the wider admin team with routine office tasks (filing, photocopying, mail-outs, and data entry).
· Assist with updating pupil records, registers and contact details.
· Support the preparation of school events and communications to parents.
· Maintain confidentiality at all times and comply with GDPR and safeguarding policies.

Other Duties
· Undertake first aid duties as required (training will be provided).
· Support translation/interpretation for staff meetings, parent meetings and communications when needed.
· Provide cover for colleagues during absences or busy periods as directed by the Office Manager.
General Expectations:

· Support the Principal in ensuring that all School and Trust policies are implemented effectively.

· Create a sense of being reliable, approachable and encouraging reading for all learners.

· Have a profile around school before, during and after the school day.




· Maintain appropriate and accurate records.

· Support, promote and attend extra-curricular events, concerts etc.

· Promote and monitor Health and Safety for all, including responding to emergency situations.
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
· To play a full part in the life of the school community.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
Other Duties
· The post holder will be subject to performance objectives agreed annually and participate in performance management cycle. 
· The post holder is expected to carry out such other duties as may reasonably be assigned by the Principal.
To take on any whole school initiative or responsibility that the Principal may direct.


The above duties are not exhaustive and the post-holder may be required to undertake reasonable tasks as assigned by the Principal.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.

Conditions of Employment:
The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment).
One Multi-Academies Trust Safeguarding Statement
The One Multi-Academies Trust is committed to safeguarding children. We believe that children and young people should never experience abuse of any kind. We have a responsibility to promote the welfare of all children and young people, to keep them safe and to practise in a way that protects them. We expect that all staff, volunteers, outside agencies and service providers adhere to our policies and share in our commitment to safeguard all children in our care.
Person Specification
	Attributes
	Essential
	Desirable
	Evidenced

	Qualifications
& training
	· GCSEs (or equivalent) in English and Maths at grade C/4 or above.
· Fluent spoken Punjabi (and able to read/write Punjabi at a functional level).Evidence of continued professional development. 
· Knowledge of relevant policies, codes of practice and awareness of relevant legislation
· Safeguarding - training can be provided
· Prevent - training can be provided
· First Aid Training - training can be provided
· Full UK driving licence
	· Level 2/3 qualification in Business Administration or Customer Service.
· First Aid qualification (or willingness to train). 
	Application Form
Certificates 
Interview

	Previous
Experience
	· Experience in a receptionist, customer service or front-of-house role.
· Experience of working with diverse communities and families.

	· Experience of running a Experience in a school or educational setting. 
· Experience of providing translation/interpretation in Punjabi.
	Application Form
Interview

	Professional
competence
		



	· Excellent verbal and written communication skills in English and Punjabi. 
· Strong organisational and time management skills. 
· Good IT skills (Microsoft Office, email systems). 
· Ability to maintain confidentiality and follow safeguarding protocols.


· Excellent organisational and record-keeping skills.
· Evidence of continued professional development through self-reflection and 
ability to act on advice
· Ability to work under pressure and prioritise effectively
· Commitment to equality of opportunity for all students to achieve the best outcome
· Commitment to safeguarding and students’ wellbeing
	· Knowledge of SIMS/Arbor or other school databases. 
· Experience in assisting with administrative tasks such as attendance or finance.
	Application Form
Interview

	Personal
Qualities
	· Warm, professional and approachable manner. 
· Ability to remain calm under pressure and handle sensitive situations with discretion. 
· Commitment to equality, inclusion and safeguarding. 
· Flexibility and willingness to support the wider office team.
· Excellent interpersonal and communication skills with pupils, parents and staff.
· Attention to detail and high level of accuracy.
· Commitment to equality, inclusion and safeguarding 
· Enjoyment of working with young people
· Ability to communicate a vision and inspire others
· A commitment to collaborative practice
· Resilient, positive, forward looking and enthusiastic about making a difference
· A willingness to reflect upon experiences in a critical and constructive manner
· The ability to remain calm in stressful situations
· Smart professional appearance
	· Ability to identify and implement process improvements.
· Initiative to suggest improvements to reception/admin processes.
· Enthusiasm for process improvement and streamlining systems.
	Application Form
Interview
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